Records Retention Schedule Page 1 of 2

s .-~ GEORGIA DEPARTMENT OF HUMAN RESOURCES =+
Division/Office: | Office of Technology & Support
Section/Unit: Construction & Real Property Section

Leasing Unit

Schedule No.: 82-378 Admin. Chg. Date; 10-15-97
Schedule Use: State Wide
Record Series Title: LEASE/RENTAL SPAQE (STATE-WIDE) FILES
Déscription: Documents relating to maintaining lease and rental

agreements on all leased space for the Department.

Included are: Forms 5028 (Request for Space) shows request information (Division,
contract, address, phone); type of request (new, renewal, relocation, expanding same
location); space desired (State-owned, rented, no preference); whether request for new or
renewal space; whether request for office, warehouse, special space; reason for request;
remarks; certification that space requested is necessary for the proper function of the office
named and sufficient funds are available; signature of contract coordinator and title; 5026
(Rental Agreement) an agreement between the State of Georgia and the Landlord which
shows pertinent information about the property to be rented, for what it is to be used,
where located, etc., and applicable provisions, terms, conditions; and witnessed signatures
as required; and unnumbered form for re¢ording progress of each transaction.

” File Arrangement: By DHR Division; fhereunder', alphabetically by city in which
leased property is located.

Retention/Disposition Instructions:
Cut off file as follows:

(1) DHR Office of Technology & Support
. DHR Divisions

(Reference Copies)
Upon expiration of the lease, place all papers for the particular agreement
in the inactive file; cut off the inactive file at the end of each fiscal year; hold
1 year; then destroy.
(Continued on Next Page)
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(2) DOAS (State Copy)
__. .Retention requirement stated in approved schedule #76-25. - e e

(3) DHR Office of Financial Services
(DHR record copy)

Cut off file at the end of each fiscal year; hold in current files area 1 year, or
untii State audit is completed; transfer to State Records Center; hold 4 years;
then destroy. (approved schedule #78-185)

Confidential: No-Open Record
Supersedes: 82-378 (approved 9-16-82)

MGT -5 3
(82-378.0SS)
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RECORDS RETENTION SCHEDULE NOTIFICATION
(ADMINISTRATIVE CHANGE OR DELETION)

TO: DEPARTMENT OF ARCHNES AND HISTORY - SCHEDULING M7 -2 53
AND
FOLLOWING DHR RECORDS COORDINATORS AND ALTERNATES
RECORDS COORDINATOR RECORDS ALTERNATE DIVISION OR OFFICE

ALL DHR DIVISION / OFFICE RECORDS COORDINATORS AND ALTERNATES

FROM DHR POLICY ADMINISTRATION/RECORDS MANAGEMENT UNIT

SGHEDULE NO. NOTIFICATION DATE
SEE BELOW *

SERIES TITLE
VARIOUS - SEE SAMPLE SCHEDULES ATTACHED.

APPROVED DATE s ' ADMINISTRATIVE CHANGE DATE (IF APPLICABLE}

ADMINISTRATIVE CHANGE-SEE ATTACHED COPY (COPIES) OF CHANGED SCHEDULES. AREAS OF CHANGE
X ARE HIGHLIGHTED ON ATTACHMENT(S).

IGNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN ON THE ABOVE ATTACHMENTS.

SCHEDULE DELETION

SEE ATTACHED COPY OF "RECORDS MANAGEMENT SERVICES REQUEST” —
OrR ]
SEE DELETION EXPLANATION BELOW:

544'7 /47

73—499 73-500, 73-501, 754'5 78-016, 78-0299-A, 78-301

718-302, 78-303, 82-378, 84-095, 84-099, 89-060, 89-061, 94-0022 AND 94-0023.

CHR RECORDS MANAGEMENT OFFICER APPROVAL DATE:
8-10-97

DEPT. OF ARCHIVES AND HISTORY APPROVAL % DATE:
(2-2-F7

FORM 5080 (REV. 4-97)
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30N GEORGIA DEPARTMENT OF HUMAN REsouncss
'S APPLICATlON FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES
e e e o A e et e e . -l .. _RECORDSMANAGEMENTUNIT |
For Instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404) 666-4976 GIST: ?21-4983 ‘
, DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES T TARCHIVESAND HISTORY |
Application Date . Division of Administration Application Numbar
August 17, 1982 Office of General Administration 6 P -B 7 a
A-bplication Number iogm 509_2-"47 .Trigg';gAAvenue’ S.W. | Date Received Date Compie:ed
tiant
DER 82-25 anta, heorgia | Mue 251882 5¢p g 61982
2. Person to Contact T TwWorking Tite “Telephone Number
Virginia Walsingham Administrative Assistant 656 -4305

3. Action Requested
a. K] Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumuiation anticipated.
¢. {J Amend Application No. Check Qne: [ Chenge: [ Superceds; [1 void

[4. Datos of Serlas B. Records Series THie (follownd by title used in office; if different)
Earliest Latest . ,
1977 } continuin Lease/ Rental Space (State-wide) Files
€. Division and Office Fudiction _ "7 'What s the funmhu Division and the Office in which this record seriss is created? T

'u

The Office of General Administration is responsible for providing adwministrative support
to the Department. This includes: General Support Services; Insurance and Bonding;
Management Information Systems; Contracts Management; all space management for the
Department; management for all institutional repair and maintenance projects; prepar-
ing and processing lease and rental agreements on all leased space; coordinating the
work for preparation and installation of all DHR telecommunications requests; managing
the GIST account; and for invoice processing.

7. Records Series Dascnptlon This file contains the Tollowing decuments finclude form numbers and titles, if any):  Attach ssmples of the file.

" oo . ) )
Documents relating to: maintaining lease and rental ‘agreements on all leased space for the
Department. : :

- Includedare: forms - 5028 (Request for Space) shows request information (Division, contract,
address, phone); type of request (new, renewal, rélocation, expanding same location);

. space desired (State-owned, rented, no preference); whether request for new or renewal
space; whether request for office, warehouse, special space; reason for request;
remarks; certification that space requested is necessary for the proper function of
the office named and sufficient funds are available; signature of contract coordina-
tor and ‘title; 5026 (Rental Agreement) an agreement between the State of Georgia
and the Landlord which shows pertinent information about the property to be rented,

t,it o be use here cated, etc., and applicable provisions, terms
Fi 8k /con i Eon3° and’w tnesseﬂ g natufes as requiggd' and ugnumbered form for
by DHR /recor ing progress of eac transaction.,

| Division; thereunder, alphabetically by city. 1ntnh1ch_leaseduprcperty_is 1Q£atedt___ ]

8. Monthly Reference Rate - » .~ How often are records réferred to which are:

Seven to twelve months uld - Thirteen to twenty-four months old

? fESquentvreference while lease is in effect.

9 Annual Ftate of Accumuletion or r Records
~approx. 4
Lettor-sizedrawers _°  __ ; Leqgalsizedrawers . .. . ; Shelves

One to six months old
twenty five months and older

—— F —

_i____‘ ; Other fSpecify) —____

P e R - - [ - _— ——

< o A = N = I

" Form 4688 (7-78) - T {Ovar}




YES

11. Restention Requirements The following requires the saries to be kept:

Attach copy or excerpt of faws or regulations. Explain administrative need. % Gé Dep t" 6 f Administrative Services

S8chedule 76-25 - State Agency Lease
Lease Contract Files (record copy)

NO | 10. Questionnaire (P'frag:e an X' in the proper column)
a. lg this the offi_cigl copy of the serios? ]
X | Inot, whare is it? Georgia Department of Administrative Services
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.
% "
X c. _ls_ this a vital record? -
X d. Does thls series have hlstoruzf or Iong term rasearoh value?
e. When one or two documents in the file make it necessary to keep the antlre ﬁle for a Iong perlod could these documents
X be_scheduled separately? 4" Y e
X f. Is the information contained in this sarigs evar pubhshed? If f yes, attach copy. B R - |
x . Is the information contained in this series aver anatyzed and/or recorded in a summarized report? .
If yes, attach copy. ) N .
% . ls there a duplication of ﬂns series in your offlee or in another offlea or agency?
| lfwa!pgg DHR Qffice of General Administration
x I Isht__r_l_ai _En_nas for a ma;or portion of it} regu!arly microfilmed?
X i. Does the record series result in a computer printout?

a. State Law years. d. Audit period —_—— e e YRATS,
b. Statute of limitation —_— years, * a. Administrative need S _.years,
¢c. Federat law —_ years. f. Federal retention instructions years.

12, Kpproved Disposition instructions - This agency recommends that the file serios be cut off at the end of sach:

DCaFendar Year' a Fisca! Year: - El Other then,

e r SR

month(s)
e yo&r(s); then
—— vyear{s); then

O Hold in the currant files area
{0 Transfer to local holding ares; hold
3 Transfer to State Records Center; hoid

yezr{s); then

O Destroy
O Transfer to State Archives for permanant retention.

& Other (Specify) _
Cut off file as follows:
DHR Office of General Admlnistration

DHR Divisions
(reference copies)

* Upon expiration of the lease, place
:'all papers for the particular agree-

DOAS (State copy)

Retention fequifement stafed in
Approved Schedule 76-25.

“DHR Office of Financial Services
(DHR record copy)

Cut off file at end of each fiscal year;
hold in currént files aréa 1 year, éor

" ment in the inactive file; cut off until State audit 1s completed; trans-
the inactive file at end of each flscal fer to State Records Center; hold 4
* year; hold 1 yedr; then’ destroy ' years; thgg_de5§roy. - o 3
These mstructuon: applv to a[l pnor and future Bccumulations of ‘the seried,” . (Ap'pr‘d‘ved Schedule 78-185) - s 2
_’.,_‘. . ) “ - : . ) ) -3
Agehcy Head/Designee {Signature) o B Date__ B | Records Manaﬁé'mer;t Officer ISignarﬁm} 2: - _' = =1 ¢ “Date 7
F-i1-92- ){W Qo> ML
Elizabeth W. Crank, CRM-RMO
_State Records Committee (Saynarwe) . Date
Recomimandations in paragraph ) , L <] "
12 are approved. State Auditor/Designes B f_..]——fu
{If disapproved, attach letter - -
of explanation.) Ssmtnrv of Stats/Designes W W--__- ﬁ 3[ { f o
, —_— A | WV f i
Attorney Gensral/Deslgnas * f_/ { - ﬁ 2

Form 4988 (7-78)

{Revarss STde)




